[date]

TO:  
[new year] and [old year] WSASEA Board Members

FR:  
[name], WSASEA President for [new year]

RE:  
First Executive Board Meeting

Welcome to the WSASEA Executive Board’s new year!  This letter is to provide you all with information and directions to the first WSASEA board meeting, which will be held [where and when—usually a full day meeting in August].

Please contact me at [president’s phone and email] by [RSVP deadline] to let me know if you’ll be attending.  [give information about lunch plans—potluck, using school dining services, etc.]

On the agenda will be the orientation of new officers, discussion of Board goals for the year, the membership drive, the Fall Town Meeting, and teasers for the spring conference.

Looking forward to seeing all of you at the meeting!

Directions to meeting:

